OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Bid Amendment

This Job Aid shows how to:

Create a Bid Amendment for the following information:
e Changing Bid Dates

Changing Quantity

Adding or removing attachments

Adding Bidder notifications

Of Special Note:

Bids are documents used to request price quotes from potential vendors for goods, services, contracts and opportunities.
At times, it is necessary to amend/edit a bid once created. This job aid will walk through the process of creating a bid
amendment.

Screenshot Directions

T Launch e COMMBUYS webs by

entering the URL

C@M M BUYS https://www.commbuys.com/bso/ in the
Browser

OPERATIONAL SERVICES DIVISION

COMMBUYS is the only official procurement record system for the Commonwealth of . . .
Massachusctta’ Exceutive Depariments. COMMBUVS offera free internet.based acoess to al Enter your Login and Password,; click the

bli it in fi i ted h i der t te t Ll - .
Compettion, snd schieve best valus for Messschusetis taxpayers. Login button on the COMMBUYS Login page.

COMMBUYS INFORMATION:
For more information on COMMBUY'S please visit the COMMBUY'S support pages.
Training and Registration for Purchasers

Training and Registration for Sellers

Job Aids for Purchasers

Job Alds for Sellers

If you hawve any questions or concerns contact the COMMBUY'S Help Desk at
COMMBUY S@state.ma.us or ring us during normal business hours (84M — 5PM Monday —
Friday) at 1-888-627-8283 or 617-T20-3157.

L Register
Register here to begin using COMMBUYS.
endors, please read this disclaimer prior to registering
— Complete Registration
Complete registration here to begin using COMMBUY'S.
“endors, please read this disclaimer prior to completing registration

— Open Bids

Browse open bid opportunities.
— Active Contracts

Browse active Contracts/Blankets.
— Contract & Bid Search

Search for Bids and active Contracts/Blankets.

EE— Registered Vendor Search
Search for registered vendors.

Legin 1D:

Password:

Forgot your password?

© 2014 Periscope Holdings, Inc.
All Rights Reserved

2. Upon successful login, if you have multiple
: : . roles in COMMBUYS select the Basic
Basic Purchasing Inquiry Purchasing role on the upper right side of the

January 6,20146:24:20PMEST D@ i » L o W% page.

Note: If you only have one user role, Basic
Purchasing, no tabs display.
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Job Aid:

How to Create a Bid Amendment
Screen Directions

rtems v [N verdors - 3. From the Navigation Bar, select
e - cneors Documents > Bids > Sent.

Req k
Home - Welc™ op: —mew
 POs > 7 ReadyToOpen |
News{1) | Receipts > | jnprogress |
Invoice | Ready for Approval
Ready to Send

Opened
Returned

Evaluated
Approved
Bid to PO
Canceled

4. Locate the Bid to amend and click on the

Bid # (blue hyperlink).
Bid # Organization Buyer |Description
00000132 | Operational Services Division Buyer Buyer | do an bid amendment
00000131 | Operational Services Division Buyer Buyer | blanket
00000067 | Operational Services Division Buyer Buyer | releast req
00000066 | Operational Services Division Buyer Buyer | Shelter Supplies
00000056 | Operational Services Division Buyer Buyer | Quick Buy Requisition

5. The bid opens to the Summary tab.

e Click on the Amendments tab.

General ltems Address Accounting Routing Attachments Notes Bidders Questions Amendments Q&A Reminders [ENIERE

Header Information

Bid Number: 00000132 Description: do an bid amendment
Purchaser: Buyer Buyer Minor Status:

Organization: Operational Senvices Division

Fiscal Year: 1“4 Department: 00100 - PETS PLUS
Show On Web: Yes Allow Electronic Quote: Yes

Bid Opening Date: 01/09/2014 06:00:00 PM Available Date: 01/09/2014 04:37:00 F
Purge Date:

Bid Type: Open Bid Informal Bid: No

Control Code: Estimated Cost: $1,060.00

Alternate ID: Purchase Method: Open Market

6. The Amendments tab displays.

Open Market Bid 00000132 Click the Create Bid Amendment button.

General ltems Address Accounting Routing Attachments Notes Bidders Questions EAEHGNINIEN Q& A  Reminc

There are no bid amendment for this docur

Create Bid Amendment

Last Revised: 2014-11-25 2 Create a Bid Amendment




OPERATIONAL SERVICES DIVISION

Job Aid:

How to Create a Bid Amendment

Screenshot

Bid Amendment - Open Market Bid 00000132 Status: 85 - Seat =

[ rers imachmens Summary  Backin i

i Humber: ot Desaition do an b amendment

St B3-St Puchsser” Buyer, Buyer

How Salc Email Type Code:

Degartment 00100-PETS PLUS Fistal Year o

Loeaton: 100-808.5 Orenizztion: Opsrainl Senices Diision
‘Show on Web: 1} Mlow Elestrovic Response =

Reayired Dt Bid Opening Date- MDD YYY HHEMMESS AM or PM) 010972014 06:00:00 P ]
Auitble Date MMVDDN VY HHLMMESS AM or PAY) 01092014 04:37.00 P 5] Puge Dite

B Type Open Bid Fiomal 853 ]

Contol Code: Esfimated Cost §1050.00

Prt Dest Deta At I

Purchase Method Open Maket

TaxRatz |
Rem Sigl Aurd iy ) Soictation Enalied o

Info Contact

Pre B Conferamce:

{Max sczz: 50 charactes)

Bulltin Desc

Quate Notication B

Date Last Updated: TNG2014 045400 PM Userlast Updated Buyer Buyer

= St Conies T

Directions

7. The Bid Amendment General tab opens.
There are four available tabs on the bid
amendment.

e General — permits changes to available
date, opening date, purchaser, contact,
pre-bid conference information.

e Items — changes such as add or delete
items, change amounts or prices

e Attachments — add or remove files

e Summary - review and resubmit bid for
approval

Go to the appropriate tab and make changes
as necessary.

Click Save & Continue after changes are
made before leaving the tab.

Note: In this example we will change the bid
opening date to 01/10/2014 (to extend the Bid
on COMMBUYS)

Click the Summary tab to review any bid
changes.

Bid Amendment - Open Market Bid 00000132

General ltems Attachments Back to Bid

Comment for the whole bid amendment:

a

Header/ltem Changes

Modified Field |Item # Description

Bid Opening Date | Header | pi4 opening Date changed from "01/09/2014 06:00:00 PM" £o "01/10/2014 05:09:00
o

Comment:

Invoice Method Header | 1yoice Method changed from "M3" to ""

Comment:

o After you click ‘Apply Bid Amendment’, all the changes wil be updated in the real document and vendors will be notified if you choose to show some changes to vendor.

_ Save & Continue l Apply Bid Amendment l Delete Bid Amendment I

8. The Summary tab provides a recap of any
changes made to the Bid.

Enter any comments, if necessary, in the
‘Comment for whole bid amendment’ text
box.

If you are adding a new comment you must
click Save & Continue. You can also make
comments for each change.

Click the Apply Bid Amendment Button to
save and apply the amendment to the bid.

Note: System approval is not required when
applying bid amendments. Follow any internal
approval processes as required.
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1 (9204 05:16:04 PML | Header 1. Bid Opening Datechanged fom 0107204 06:0:00 PN o 011072014 02:0%:00 PAT. 2. Imoice Mehod changed fom N3t ™.

Job Aid:
How to Create a Bid Amendment
Screenshot Directions
9. The Bid Summary tab reopens. Note the
k General Items Address A ting Routing Attach t Note . .
Bid amendment has been applied.
Bid Number: 00000132
Purchaser: Buyer Buyer
Organization: Operational Senices Division
Fiscal Year: 14
Show On Web: Yes
Bid Opening Date: 01/10/2014 05:09:00 PM
Purae Date:
10. Also, note the amendment section of the
Summary tab has been updated to include the
Amendment# Amendment Date Amendment Note changes the amendment applied to the bid,

and the Amendment tab displays a (1).
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